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FIRST TIME LOG ON 

First Time Log On ðState of Vermont Employees

This section will provide information on your access as a State of Vermont Employee. 
1) As state employees, you will be able to 

access the new SuccessFactors 

Recruiting and Careers Site from the 

DHR website, 

(humanresources.vermont.gov) either by 

going to the login widget on the right 

hand column of the Home page 

(adjacent to the VTHR Login) or

2) Going to the òFor Job Seekersó Page 

(humanresources.vermont.gov/careers)

3) You must select ôFirst Time Loginõ the 

very first time you attempt to access the 

system. This will take you to a page (not 

shown here) that will:

I. Review the new siteõs terms of 

use.

II. Take you through the first 

time login instructions 

explained on the next 3 pages.

III. Link you to help/user guides.

4) Only after you have set your 

password you may access the site in 

the future by: 

a) Using the login link on the 

DHR Website widgets.

b) Using òFor Current State 

Employees Loginó Link on the 

external careers site.

c) Bookmarking the 

SuccessFactors Login Page.
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FIRST TIME LOG ON 

Logging In/Setting Password ðState of Vermont Employees

1 2

1
For the initial log in, you are required to change your 

password. Passwords can be changed/reset by the user 

with the ò?ó link beside the password login box.

2
You will be sent to the Forgot Password Screen. Enter 

your User ID (Your State of Vermont Employee ID) 

and click òResetó

5

If you donõt have a State of Vermont email, you wonõt be 

able to set your password in this way.

Please contact Recruitment Services at:

802-828-6700 or toll free at 855 -828-6700

Select Option 1, then Option 4

Email: DHR.Recruitment@Vermont.gov

No State of Vermont Email?



RESETTING PASSWORD

Logging In/Changing/Resetting Password ðState of Vermont 
Employees

1
An email notification will be sent to your State

email with a hyperlink to reset your password. 

See password requirements on Reset screen. 

Please close out of the browser completely. 

2
Click the hyperlink that was emailed to you or Copy

and paste into your browser. Complete the fields as 

required then select the ôsubmitõ button. 

1
2
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RESETTING PASSWORD

Logging In/Changing/Resetting Password ðState of Vermont 
Employees

1
You will get a òReset Successfuló Screen if you 

have successfully chosen a password and they 

match. You can then proceed to login by clicking 

Back to Log In button.

2
You will now be directed back to the login screen. You can proceed with 

your new password to log in to the SuccessFactors Recruiting system. If 

your computer is not used by anybody else or a public computer , you 

can store your login information in your browser.

1

2
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WHATõS THE DIFFERENCE?
The New SuccessFactors 

Recruiting system is only for:

Å Searching and applying for 

positions at the state. 

Å Creating and Managing Job 

Requisitions.

All other functions you currently 

do in VTHR (timesheets, etc.) will 

remain the same.

vs.
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HOME PAGE NAVIGATION

Tour of the Hiring Manager Home Page Upon logging into the Success Factors Recruiting portal, you will be 

directed to your home page . The Home Page is a Tile Catalog , with 

blocks of tiles. Each tile created is accessible to users based on 

specific role created in the portal.

1) Home Tab ðAll users have at least 3 dropdown options. All 

users will have òHomeó, òCareers" and òMy Employee Fileó.  

Click on òhomeó to show the dropdown options, then hover 

over each drop-down menu and click to select. Based on your 

role, you may have others options.

Å Home.  Is your home page for accessing any òTo 

Doõsó, easily accessible job aid documents, and Quick 

Links.   

Å òCareersó brings users to any current jobs posted 

within the State of Vermont for internal or external 

applicants. Searching and applying for jobs is detailed 

further in this document.

Å òEmployee Profile Fileó brings users to their personal 

information in relation to work experience, previous 

employment, education and courses/continuing 

education.

2) To Do Tile: Tasks that are specific activities that an employee 

needs to take action on. For example òcomplete your profileó or 

òapprove a requisition.ó

3) Help and User Guides: This tile will display useful help 

resources. For example, you may see a Job Aid for navigating 

through the SF Recruiting Portal. Note: In the recruiting 

module, you will see a help link in the Recruiting Main 

menu (see fig A.) Please disregard this link. You will be 

able to find all the help resources on this Help and User 

Guide Tile. 

4) Quick Links Tile: This tile brings user to other areas of the 

portals through links available to them. 

5) Terms of Use f or logging into SuccessFactors System. You 

should review upon your first login.

6) Search Bar: The search bar allows users to search by category 

on the job they are seeking.  After typing in the search bar, a 

list of possible items will drop down where users can choose 

what they are looking for.

7) Account Navigation ðòEmployee Profileó (the picture icon) 

has a drop down to select one of the following: òOptionsó, 

òPersonalize Homepageó, and òLog Outó.

Å Options allows users to reset their passwords, enable 

mobile, and receive notifications.

Å Personalize Homepage is a feature to move your 

tiles around on your home page.

Å Log Out allows users to logout of the system.
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CREATING A NEW JOB 
REQUISITION

Logging In and navigating to Recruiting Section

1
Log into system per 

previous instructions

1

2 Click on the Home button and select 

Recruiting 3
Select òCreate Newó in the top right side 

of the screen

32

11

A Note about the SuccessFactors Mobile App

On the login page shown in step 1, you will see the ability to download 

a mobile app by scanning a QR Code. Unless your only interaction with 

SuccessFactors is to approve job requisitions or job offers, you will need 

use your mobile deviceõs browser vs. the mobile application to access 

the full features of the system. We recommend using a desktop 

computer whenever possible. 



CREATING A NEW JOB 
REQUISITION

Filling in Job Detail Information

1

1
Enter the Internal Job Title, Hiring Manager* (see important note 

below),  Appointing Authority or Delegate, HR Field Administrator and 

Talent Acquisition. As you start to type names, the system will start to 

show options based on your input ðsee step 2 and toolbox on the 

right.

2 Using òFind Useró ðSee Toolbox on right

2

òFind Useró

Please note you can use the 

òFind Useró feature  which 

enables you to search for 

the Hiring Manager, 

Appointing Authority or 

Delegate, HR Field 

Administrator and Talent 

Acquisition. Enter the 

information, click search and 

the system will list those that 

meet the criteria entered. 

The more information you 

enter the better the search 

results will be. 

òAutocompleteó
As you start to type name, 

the system will start to show 

options based on your input 

highlighted in yellow. Make 

sure you click down on the 

highlighted name to get it to 

populate the field. Just 

hovering wonõt work!
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1. Appointing Authority (or designee) Field: System notifies that a requisition has been created.  This email 
will not require the Appointing Authority to take an action in the system.  If approval is required, use the 
"Add Approver" button shown on page 16. 

2. If you are starting a requisition on behalf of the actual hiring manager, please put your name in as hiring 
ÍÁÎÁÇÅÒ ÏÎ ÔÈÉÓ ÓÃÒÅÅÎ ÁÎÄ ÔÈÅÎ ÃÈÁÎÇÅ ÔÏ ÁÃÔÕÁÌ ÈÉÒÉÎÇ ÍÁÎÁÇÅÒ ÏÎ ÔÈÅ ȰÉÎÖÏÌÖÅÄ ÐÁÒÔÉÅÓȱ ÓÃÒÅÅÎ ÁÓ ÓÈÏ×Î 
ÏÎ ÐÁÇÅ ΧάȢ )Æ ÙÏÕ ÄÏÎȭÔȟ ÉÔ ×ÉÌÌ ÎÏÔ ÁÌÌÏ× ÙÏÕ ÔÏ ÃÏÍÐÌÅÔÅ ÁÌÌ ÔÈÅ ÄÅÔÁÉÌÓ ÔÏ ÓÅÎÄ ÔÏ ÎÅØÔ ÓÔÅÐȢ IMPORTANT: 
Even if you change the hiring manager here, there is no need to add yourself as an additional hiring 
manager shown on Page 16, Step 1 (you will not be able to.) You will still have the same access to the 
requisition as the hiring manager because of your role in the system.

Important Notes



CREATING A NEW JOB 
REQUISITION

Completing Position Details

1
Once the information for the Hiring Manager, 

Appointing Authority or Delegate, HR Field 

Administrator and Talent Acquisition is entered 

click to NEXT button at the bottom of the screen. 

1

2
Once you press ònextó the system will bring you to a new screen. At the top 

of the screen it will show you a òroute mapó of how the process will flow.  

You will create the requisition, it will then go to Field HR to confirm and 

approve, then to the Talent Acquisition team to confirm and post.  

2

3
Below the òroute mapó will list the òPosition 

Detailsó that need to be entered. Each field 

with the red asterisk (*) will need to have 

data entered (see next page.) 

3
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CREATING A NEW JOB 
REQUISITION

Completing Position Details, Continued

1) Enter the Job title or the position number

2) Use dropdown to select ònew positionó or òreplacementó

3) If you chose replacement, enter the incumbents name 

4) Use dropdown to select if the position supervises

5) Enter the Department name from dropdown options

6) Enter the location from dropdown options

7) Enter number of openings. If this has multiple positions being filled please add the position numbers in 

the above field. Add any additional comments in the comment section at the bottom of the screen if 

needed. 

8) Enter position status from dropdown

9) Enter scheduled type from dropdown

10) Select if this is a multilevel recruitment. If so, please enter comments in the comment section at the 

bottom of the screen to advise of the details.

11) Use dropdown to select the posting parameters. 

1

2

3

4

5

6

7

8
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1

0

1

1
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CREATING A NEW JOB 
REQUISITION

Appointing Authority or Delegateõs role in Requisition Approval

15

On the next page, you will be confirming the involved parties on your requisition. Depending on your departmental processes, youwill need to indicate the role of the appointing 
authority (or delegate) in your requisition approval process. Here is a chart that shows the scenarios and what actions you would take based on your internal processes.   

Your  have received Appointing Authority or Delegate Approval Prior to 
Creating Requisition and they only need to be notified and do not need 

to approve in the system

Action :
No further action needed as long as they were input as Appointing 

Authority/Delegate when you began requisition. You can proceed to the 
next step.

Your Appointing Authority or Delegate needs to Approve Requisitions in 
the system when you create a new requisition 

Action :
Follow Step 2A on next page to add them as an approver.  After that you 

can proceed to the next step.



CREATING A NEW JOB 
REQUISITION

Completing Position Details, Continued 1) The Involved Parties information will pull in from the previous page.  If an error 

was made you can correct it on this page. Be sure the hiring manager, HR Field 

and Talent Acquisition information is correct. The hiring manager can add 

additional users who will have authority to manage the requisition even if 

they do not have the hiring manager role. This will not add them to the 

approval path and they will not receive notifications on the requisition.

2) Based on the scenarios on the previous page , if the Appointing Authority 

only needs to be notified and doesnõt need to approve in the system, you can 

proceed to next step. The Appointing Authority will receive an email indicating 

that a requisition has been submitted.  No action will need to be taken by the 

Appointing Authority. 

2a.) If your Internal Business Process requires the Appointing Authority to 

approve the new requisition in the system, you will need to add them to 

the approval workflow by clicking òadd approveró before sending to next 

step

3) The Overall Comments box can be used as open text. Any information that 

needs to be added can be placed here. You can put information such as your 

job posting overview or the Time and Labor Data for this position (if you 

have it), etc.

4) Once all information is entered press òSend to Next Stepó  at the bottom of the 

screen. NOTE: If you overlook a required field you will receive an error 

notification advising where the error was made. Errors will need to be corrected 

before you can send to the next step.

1

2

3

4
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2 a

*Important : If you put 
yourself as hiring 
manager on first screen 
in order to complete 
the form, but are not 
the actual hiring 
manager, make sure to 
correct it here!



CREATING A NEW JOB 
REQUISITION

Sending Requisition to Next Step

1
This will bring you to the next screen which will 

confirm that you are sending the requisition to your 

Field HR Representative. 
2 Press òSend to Next Stepó at the bottom 

of the page. 3 You will return to your dashboard page 

where you can view the requisition. 

1
2

3
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REVIEWING CANDIDATES 
AND USING 

THE RESUME VIEWER

Job Requisition Dashboard

1

2

3

1
To review your candidates, you will 

first need to navigate to your open 

job requisition from the Job 

Requisitions page

Filter Job Requisitions: Edit this 

dropdown to show òOpen Job 

Requisitions.ó Your page will refresh 

and display your posted, open job 

requisitions.

The total of number of candidates is 

displayed as a link ðclicking this link 

will bring you to the list of applicants 

for your requisition (see screenshot 

on next page). 

2

3
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REVIEWING CANDIDATES 
AND USING 

THE RESUME VIEWER

Job Requisition Dashboard

1 2

3

1
Recruitment Review: Applicants in this status have been screened by Recruitment. 

You can preview applicants in this status, but cannot take action on an application 

until they are in Hiring Manager Review status. Candidates are moved from 

Recruitment Review to Hiring Manager Review after the application deadline. 

2
Hiring Manager Review: Click on this status to display candidates who 

have been screened by Recruitment and can be contacted and 

interviewed. Letõs take a look at candidates in Hiring Manager Review 

status. There are multiple ways to review applications, resume, and 

cover letters.

3
Review an Individual Candidate: Click the 

name of the candidate you want to review, 

and you will be brought to a page that 

opens to their full application. 

20



REVIEWING CANDIDATES 
AND USING 

THE RESUME VIEWER

Reviewing The Candidate Application and Profile Page

1 Links to the resume and cover letter 2
You can also view multiple resumes at one time. Check the box next to the 
Ȱ.ÁÍÅȱ ÃÏÌÕÍÎ ÔÏ ÓÅÌÅÃÔ ÁÌÌ ÁÐÐÌÉÃÁÎÔÓ ÉÎ ÔÈÁÔ ÓÔÁÔÕÓ ÁÎÄ ÓÅÌÅÃÔ ÔÈÅ ÂÌÕÅ 
Ȱ!ÃÔÉÏÎ "ÕÔÔÏÎȱ

3 3ÅÌÅÃÔ Ȱ6ÉÅ× 2ÅÓÕÍÅȱ

1

2

3
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REVIEWING CANDIDATES 
AND USING 

THE RESUME VIEWER

Resume Reviewer and Saving Applicant Info

1
4ÈÅ Ȱ2ÅÓÕÍÅ 6ÉÅ×ÅÒȱ ×ÉÌÌ ÐÏÐ-up on 
your screen 2

Switch between resumes using these 
ȰÐÒÅÖÉÏÕÓȱ ÁÎÄ ȰÎÅØÔȱ  ÂÕÔÔÏÎÓȢ3

Click the X in the top 
right corner to return 
to your job requisition.

1
2

3

4
You can also print all application 
materials. Check the box next to 
ÔÈÅ Ȱ.ÁÍÅȱ ÃÏÌÕÍÎ ÔÏ ÓÅÌÅÃÔ ÁÌÌ 
applicants 

4

5
#ÌÉÃË ÔÈÅ ÂÌÕÅ Ȱ!ÃÔÉÏÎȱ "ÕÔÔÏÎ ÁÎÄ 
3ÅÌÅÃÔ Ȱ0ÒÉÎÔ ÏÒ 3ÁÖÅȢȱ 9ÏÕ ÃÁÎ 
Print andSave in this option.

5
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